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on Executive Director 912: 246-5653 
3. *nfonRauamd 4 

a- 0 &bwn Raantion Schoduk: n a x d  will m t i n u e  to accumulate. 
b. 0 DI- of present accumulation: no funhw accumukion anticipated- 

1949 I to date I BLIND WORKWS' PERSONNEL CASE FILES 
L WWon *id OIHa Function mt is ?he function of the Division and the Offia in which this record soria IS created7 
The Division of Vocational Rahabilitation is responsible for supervising and directing the 
programs in the State which are designed for training the non-productive members of society 
to become productive members of society, with emphasis on serving the severely disabled on 
a priority basis. 

Facility Section has the responsibility to supervise and direct activities of eight State- 
wide rehabilitation facilities located throughoat the State which are Yarborough rehabili- 
tation Center; Georgia Rehabilitation Center; Warm Spring2 Hospital; Alto; Atlanta Em- 
ployment Evaluation and Services Center; Cave Springs; Factories for the Blind; and 
Gracewood. 

. .  
I. Rewid Snka 'Orrsiption This fllr contains tho following documents linc/ud. fgrh numbers and titla, ifany): 

Attach rrmdat of thr file. . .  .~ ~. . ...  

Oocumrna relating to: maintaining individual personnel records for each blind worker employed 
at State facilities. 

- ~. -. _ -  - " -  - 
Indudodur: forms: MS 27-1 (Rev. 6/77) (Application for Examination) which gives name, 
address, Social Security number and other identification of the applicant; availability 
for employment; skills and experience; education; licenses and certifications; and WOI 
history; (State Security Questionnaire) shows information about employee; previous resi- 
dences; names and addresses of all children and stepchildren; immediate relatives; 
military service; and other information about employee, including Affidavit of verifica- 
tion; (Loyalty Oath), the affirmation to support the Constitutions of the United States 
and the State of Georgia, with signature of the employee; 
Sheet; 

annual Performance Rating 
and Report of Annual Eye Examination. 

is arraWd: alphabetically by last name of worker. I.. - .. 
I 

1 Monthly R d u e n a  Rnr HQW often am records referred to which are: 

OM to six months old .+,: s"; to T l v e  months old &; ThiRWn to M t y - f o u r  months old , (WHltY-fjW months and O I ~ W  



Y L I I N O  I 10. (luattonnain (Plaa an "X" in the wooer mlumn) 
a. Is this tho official mw of tho suies? 

Bainbridge and Atlanta ,  r e spec t ive ly  

tion muiring swuritv handling? If ya, am law or rogulation. 

recarded in a rummarired report? 

11. Rmmkn Rquhmmnts Th. following requires tho Paiw to b kept: 
.~ 

8. M . b W  ylw. d. Audit mid - wars. 
- 5 0  ~ o. Administrativrnoed . c~ ~ 1 -yoan. ~~~ ynm ~- ~~~-..:z .- 

years. f. F.deral ratention inmwt'ons ywn. 

~- ~~ ~. b. Stmmof l lmiocf~~ ~ 

c Faduallaw 

Anich o ~ p y  or o x a r t  of law 01 wulrti~ns. Explain rdminimatiw wed. 

. .  

. .~ 3 '  . ~. 
. .  ..<$' 

I2 Ap#ovd Olrporftion lnreuctlonr This Wncy recommends that W file swim b cut off at tho mj of rah: ~ 

O C I I O ~ W  YOU: 0 Fiscal Year; a other 

- ~ ~ 

then. 
.- 

. ~ 

. .  

.~ 
..O Ckld in tk wrcnt file.ara8 month(? wads): then 
0 Trrnrtw to loal holding ama;,hold 
0 T ' n d W  to Stam R.mrdr Center; hod 
0 Duuov. 
0 lruntw to SUCO kchim for prmanem ratention. 
0 otkrr lsprcHLl 

Upon terminat ion of employment, p l ace  a l l  papers in t h e  i n a c t i v e  f i l e ;  ..cut o f f  i n a c t i v e  
f i l e  a t  end 'of each calendar year ; .  then, . G r i f f i n  Factory f o r  the Blind 

war(s); t k n  

.. 
yeads); then . ~ 

and 
Bainbridge-Factory~ f o r h f ?  Blind . 

.hold i n  cu r ren t  f i l e s  area 1 year;  t r a n s f e r  t o  
- ~~~ ~ ~ .  local holding area, hold &years ;  t r a n s f e r  t o  

. .  
State Records Center, hold 43 years; then 

. .  
, . .  destroy.  , ' 

.. . ,  .. hold i n  cu r ren t  f i l e s  area 5 years ;  t r a n s f e r  
. .  . .. I .~ . .  t o  S take  I_ Records ~. . Center, hold 45 y e a r s ; .  then ~ 

~. :~Atlanta -~ FacLox  f o r  the S l id!  
.~ . , -  

-Thm inmucrlw apply' to.all prior and future accumulations of tho series, / des trci9. 
. , -  . , .  . .  


